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Alabama Competency Model Phlebotomists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.
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1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Phlebotomists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Phlebotomists

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Phlebotomists

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Continuing Education
5.1.1
5.1.2
5.1.3

Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options

5.6.2

Attend hospital in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Stock Medical Supplies
Stock or issue medical supplies, such as dressing packs or treatment trays
Stock utility rooms, nonmedical storage rooms, or cleaning carts with supplies
Stock crash carts or other medical supplies
Restock storage areas, replenishing items on shelves
Prepare examination or treatment rooms by stocking them with appropriate supplies
Prepare Reports
Write reports, maintain research information, or perform clerical duties
Collect and compile data to document clients' performance or assess program quality
Prepare charts, graphs, or other visual displays to communicate clients' performance information
Clerical Work
Prepare prescription labels by typing or operating a computer and printer
Operate cash register to process cash or credit sales
Perform clerical tasks, such as filing, compiling and maintaining prescription records, or composing
letters
Perform office reception duties, such as scheduling appointments or helping customers
Write reports, maintain research information, or perform clerical duties
Perform support duties, such as preparing materials, keeping records, maintaining supplies, and
scheduling activities
Record Vital Statistics Or other health information
Take and record vital signs, such as temperature, blood pressure, pulse rate, or respiration rate, as
directed by medical or nursing staff
Record sterilizer test results

5.6.3

Record information relating to animal genealogy, feeding schedules, appearance, behavior, or breeding

5.1.4
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.4
5.4.1
5.4.2
5.4.3
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1

5.7
5.7.1
5.7.2

Employee Training Programs
Direct or conduct recruitment, hiring, and training of personnel
Plan, implement, and administer programs and services in a health care or medical facility, including
personnel administration, training, and coordination of medical, nursing and physical plant staff

Code

5.7.3
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.4
6.4.1
6.5
6.5.1
6.5.2
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
7
7.1
8
8.1

Alabama Competency Model Phlebotomists
Develop instructional materials and conduct in-service and community-based educational programs

Tier 6: Occupation Specific Technical Competencies

Quality Assurance
Describe the system for monitoring quality assurance in the collection of blood specimens
Identify policies and procedures used in the clinical laboratory to assure quality in the obtaining of
blood specimens
Perform quality control procedures
Record quality control results
Report control results that do not meet pre-determined criteria
Report exceptional incidents (QNS, hemolysis, contamination, mislabels, defective equipment, etc.)
Identify appropriate venipuncture site (shunt, mastectomy, and IV considerations) to ensure a quality
blood sample and safety for the patient
Specimen Transport & Processing
Standard operating procedure for a physician requesting a laboratory analysis for a patient
Laboratory responsibility in responding to physician requests
Instruct patients in the proper collection and preservation for various samples, including blood, sputum,
urine, semen and stools
Methods for transporting and processing specimens for routine and special testing (24 hour urines,
semen, etc.)
Report potential pre-analytical errors that may occur during specimen collection, labeling, transporting,
and processing
Follow the criteria for specimens and test results that will be used as legal evidence, i.e. paternity
testing, chain of custody, blood alcohol levels, etc.
Conduct Diagnostic Tests
Conducts a variety of standardized tests
Dispose of Biomedical Waste
Dispose of contaminated sharps, in accordance with applicable laws, standards, and policies
Dispose of blood or other biohazard fluids or tissue, in accordance with applicable laws, standards, or
policies
Collect Biological Specimens from Patients
Draw blood from veins by vacuum tube, syringe, or butterfly venipuncture methods
Collect specimens at specific time intervals for tests, such as those assessing therapeutic drug levels
Draw blood from capillaries by dermal puncture, such as heel or finger stick methods
Collect fluid or tissue samples, using appropriate collection procedures
Draw blood from arteries, using arterial collection techniques

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award

Tier 8: Management Competencies

Leadership

Code

8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2

Alabama Competency Model Phlebotomists
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.

Code

8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Phlebotomists
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Medical and Health Services Managers
ACCCP

Support Services

Code

Alabama Competency Model Medical and Health Services Managers

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Medical and Health Services Managers
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Medical and Health Services Managers
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Medical and Health Services Managers
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Medical and Health Services Managers
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Medical and Health Services Managers
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Medical and Health Services Managers
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Medical and Health Services Managers
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Medical and Health Services Managers
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Medical and Health Services Managers
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Medical and Health Services Managers
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Medical and Health Services Managers

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Medical and Health Services Managers

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Continuing Education
5.1.1
5.1.2
5.1.3

Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options

5.6.2

Attend hospital in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Stock Medical Supplies
Stock or issue medical supplies, such as dressing packs or treatment trays
Stock utility rooms, nonmedical storage rooms, or cleaning carts with supplies
Stock crash carts or other medical supplies
Restock storage areas, replenishing items on shelves
Prepare examination or treatment rooms by stocking them with appropriate supplies
Prepare Reports
Write reports, maintain research information, or perform clerical duties
Collect and compile data to document clients' performance or assess program quality
Prepare charts, graphs, or other visual displays to communicate clients' performance information
Clerical Work
Prepare prescription labels by typing or operating a computer and printer
Operate cash register to process cash or credit sales
Perform clerical tasks, such as filing, compiling and maintaining prescription records, or composing
letters
Perform office reception duties, such as scheduling appointments or helping customers
Write reports, maintain research information, or perform clerical duties
Perform support duties, such as preparing materials, keeping records, maintaining supplies, and
scheduling activities
Record Vital Statistics Or other health information
Take and record vital signs, such as temperature, blood pressure, pulse rate, or respiration rate, as
directed by medical or nursing staff
Record sterilizer test results

5.6.3

Record information relating to animal genealogy, feeding schedules, appearance, behavior, or breeding

5.1.4
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.4
5.4.1
5.4.2
5.4.3
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1

5.7
5.7.1
5.7.2

Employee Training Programs
Direct or conduct recruitment, hiring, and training of personnel
Plan, implement, and administer programs and services in a health care or medical facility, including
personnel administration, training, and coordination of medical, nursing and physical plant staff

Code

5.7.3
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.3
6.3.1
6.3.2
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3

Alabama Competency Model Medical and Health Services Managers
Develop instructional materials and conduct in-service and community-based educational programs

Tier 6: Occupation Specific Technical Competencies

Administrative
Maintain filing system for medical records
Summarize selected information for patient studies as requested (such as tumor registry,
communicable diseases, federal and state regulatory agencies)
Answer questions from personnel regarding billing functions, charges, insurance reimbursements,
statements
Handle and resolve patient complaints
Respond to inquiries and requests for information relating to patient records
Coordinate reimbursements with billing office
Ensure strict confidentiality of financial and medical records
Patient Preparation
Prepare operatory
Utilize Universal Precautions (OSHA standards)
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal guidelines on release of medical records

Tier 7: Occupation Specific Requirements
Bachelor's degree
Licensed Nursing Home Administrator

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility

Code

8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5

Alabama Competency Model Medical and Health Services Managers
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.

Code

8.6.6

Alabama Competency Model Medical and Health Services Managers
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Dental Hygienist
ACCCP

Therapeutic Services

Code

Alabama Competency Model Dental Hygienists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.2
6.1.3
6.1.4
6.2
6.2.1
6.2.2
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.6.2
6.6.3
6.6.4
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
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Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient dental information
Evaluate/Assess patient medical information
Patient Preparation
Prepare operatory
Utilize Universal Precautions (OSHA standards)
Patient Examination
Screen head and neck
Assess oral cavity
Assess gingival health
Chart dental findings
Take diagnostic radiographs (film or digital)
Patient Treatment
Establish hygiene recommendations
Perform recommended prophylaxis/periodontal treatment
Administer adjunctive, preventive/therapeutic materials
Perform follow-up duties after treatment
Administrative & Marketing
Record treatment information in patient records
Manage front office as needed
Utilize dental software
Sell dental products and procedures (Marketing)
Operate dental equipment
Make decisions that align with office budget
Miscellaneous
Prepare impressions
Work chair-side with dentist during procedures
Conduct miscellaneous procedures
Participate in community events

Tier 7: Occupation Specific Requirements
Associate's degree
Licensed Dental Hygienist

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.

Code

8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
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Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager

Code

8.6

8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Pharmacy Technicians
ACCCP

Therapeutic Services

Code

Alabama Competency Model Pharmacy Technicians

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
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Record Keeping: Perform manipulative and record-keeping functions associated with the dispensing of
medications
Generate correct labels
Select the proper drug from the dispensing stock
Accurately count/measure the product and place it in the proper container
Complete the necessary records and documents
Calculate the charge for a prescription
Process third-party billing
Inventory Storage: Place pharmaceuticals, durable medical equipment, devices, and supplies in
inventory under proper storage conditions
Identify those drugs that must be refrigerated
Store medication properly
State the precautions and procedures for handling caustic, poisonous, and flammable substances and
bio-hazardous materials
Drug Purchasing & Inventory Control
Prepare a written report of a physical inventory of a representative stock of pharmacy drugs and
supplies using prepared forms and record
Determine, from existing reorder levels, which inventoried items should be ordered and in what
quantity
Check in a drug shipment by using the packing list or invoice and purchase order, completing the
receiving report, and adding the items to the inventory
Returning outdated drugs
Destruction of expired pharmaceutical products
Maintain record-keeping systems for packaging, recalls, automated dispensing, systems, and returns of
pharmaceuticals, durable medical equipment, devices, and supplies
Controlled Substances: Compounding re-packaging, and labeling of drug products
Special procedure requirements for C II controlled substances
Procedures for C III-V controlled substances
Procedures related to DEA blanks, triplicate prescriptions, and proper DEA numbers
Maintain a record of controlled substances received, stored, and removed from inventory
Security requirements for controlled substances
Systems for Distributing Medications
Unit dose drug distribution
Floor stock systems
Automatic dispensing systems
Process Prescription
Enter prescription information into the patient profile
Calibrate equipment needed to prepare or compound the prescription order
Compound medications for dispensing according to prescription formula or instructions
Measure, count, or reconstitute finished dosage forms for disposing
Label finished product appropriately
Assemble patient information materials

Code

6.6.7
6.7
6.7.1
6.7.2
6.7.3
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
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Perform final checks and verifications
Systems for Distributing Medications
Unit dose drug distribution
Floor stock systems
Automatic dispensing systems

Tier 7: Occupation Specific Requirements
High school diploma or equivalent
Licensed Pharmacist Technician

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.

Code

8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Ophthalmic Medical Technicians
ACCCP

Therapeutic Services

Code

Alabama Competency Model Ophthalmic Medical Technicians

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Ophthalmic Medical Technicians
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.1.9
6.1.10
6.1.11
6.1.12
6.1.13
6.1.14
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9
6.5.10
6.5.11
6.5.12
6.5.13
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Ocular Procedures
Examine contact lens patients
Read and interpret a contact lens prescription
Recognize symptomatology of adverse contact lens wear
Assist in application of contact lenses
Identify surgical alternatives
Use the atlas of complications
Apply appropriate measurements and terminology
Calculate the results of various powers in lenses
Apply use of prism
Identify various lens types and materials
Determine Near Additions
Determine progressive addition lenses
Follow standard alignment procedures
Pharmacology
Identify topical medications
Identify key systemic medications
Manage prescriptions
Assess pharmacological effects of various medications
Diseases & Disorders
Recognize signs and symptoms of common ocular diseases/disorders
Recognize signs and symptoms of systemic diseases and treatments that affect the eye
Office Procedures
Obtain informed consent
Set up the procedure room
Assist the Ophthalmologist in the procedure
Break down the procedure room
Assist with ocular injuries and emergencies
Specialty Tests
Perform a pinhole test
Perform a super pinhole test
Check Amsler Grid
Perform BAT test
Perform stereopsis test
Perform an Ishihara test
Perform a Humphrey visual field
Perform an Ocular Coherence Tomography
Perform an A and B scan
Perform a Schirmer Test
Perform Fundus Photography
Perform Fluorescein Angiography
Perform Orbscans/Cornealtopography

Code

6.5.14
6.5.15
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.6.7
6.6.8
6.6.9
6.6.10
6.6.11
6.6.12
6.6.13
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
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Perform Pachymetry
Perform keratometry
Patient Workup
Check visual acuity (distance and near, corrected and uncorrected)
Use an automated refractor
Neutralize current eyeglass prescription
Perform manifest refraction
Check vital signs
Check muscles for imbalance (cross cover, covered/uncovered, motility)
Check pupil size, constriction and APD
Check confrontation visual field
Check intraocular pressure (tonopen, applanation)
Check angles to determine depth
Instill drops (numbing and dilating)
Determine need for additional specialty tests
Document all results
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety

Code

8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4

Alabama Competency Model Ophthalmic Medical Technicians
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.

Code

8.6.5
8.6.6
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Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Licensed Practical & Licensed Vocational
Nurses
ACCCP

Therapeutic Services

Code

Alabama Competency Model Licensed Practical and Licensed Vocational Nurses

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9
6.5.10
6.5.11
6.5.12
6.5.13
6.6
6.6.1
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Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Perform Admission, Transfer & Discharge Duties
Verify doctor’s orders from the original document are included in new client file
Send client to new facility accompanied by proper documentation per facility protocol (transfer)
Discharge client with instructions regarding follow up care
Determine client’s understanding of discharge instructions
Prepare Medications
Refer to and follow physician’s order
Calculate proper drug dosage for each client
Apply the rights of medication administration
Follow facility and program policy
Sign for narcotic medications following facility procedures
Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Provide Direct Treatments
Administer enemas and vaginal irrigation
Apply heat and cold as appropriate to situation
Perform non-invasive airway management to promote oxygenation
Suction tracheostomy to manage airway
Care for clients in traction
Care for clients with casts or other immobilizing devices
Manage altered urinary elimination
Manage gastric intubation and enteral feedings
Care for clients with altered bowel elimination
Manage closed chest drainage systems
Prepare intravenous equipment
Insert IV
Maintain intravenous infusions
Manage Vital Sign Records
Measure intake and output

Code

6.6.2
6.6.3
6.6.4
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.7.6
6.7.7
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
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Document intake and output
Monitor/Obtain vital signs
Document all vital signs
Basic Client Care
Maintain clients’ beds
Feed adult clients
Assist with elimination and perineal care
Assist client with personal hygiene
Assist client with mobility (ambulating, wheel chair, range of motion—ROM, etc.)
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award
Licensed Practical Nurse (LPN)

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.

Code

8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Athletic Trainers
ACCCP

Therapeutic Services

Code

Alabama Competency Model Athletic Trainers

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Athletic Trainers
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.2
6.2.1
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.5
6.5.1
6.5.2
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
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Maintain Patient Lists
Generate census lists and other reports
Distribute reports as appropriate
Update lists routinely
Print lists and reports as requested by physicians and other staff
Provide appropriate forms to be used during down times
Copy patient charts for transfer
Patient Care
CPR Certified
Provide Direct Treatments
Apply heat and cold as appropriate to situation
Perform non-invasive airway management to promote oxygenation
Perform therapeudic modalities and interventions
Care for clients in traction
Care for clients with casts or other immobilizing devices
Patient Screening
Assess/evaluate patient’s Injury
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient

Tier 7: Occupation Specific Requirements
Bachelor's degree
Licensed Athletic Trainer

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.

Code

8.3

8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
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Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.

Code

8.6.6

Alabama Competency Model Athletic Trainers
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Dental Assistants
ACCCP

Therapeutic Services

Code

Alabama Competency Model Dental Assistants

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Dental Assistants
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Dental Assistants
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Dental Assistants
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Dental Assistants
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.6
6.6.1
6.6.2
7
7.1
8
8.1
8.1.1
8.1.2
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Administrative & Marketing
Record treatment information in patient records
Manage front office as needed
Utilize dental software
Sell dental products and procedures (Marketing)
Operate dental equipment
Make decisions that align with office budget
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Inventory
Develop methods to identify low inventories
Order supplies as appropriate to inventory and budget using appropriate software (MediBuy, Smart)
Review supplies, when received, for accuracy
Report discrepancies in supplies received to appropriate personnel
Store supplies appropriately
Participate in annual inventory of unit equipment
Miscellaneous
Prepare impressions
Work chair-side with dentist during procedures
Conduct miscellaneous procedures
Participate in community events
Patient Examination
Screen head and neck
Assess oral cavity
Assess gingival health
Chart dental findings
Take diagnostic radiographs (film or digital)
Patient Preparation
Prepare operatory
Utilize Universal Precautions (OSHA standards)

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.

Code
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8.1.3

Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.

8.1.4

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.

8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5

Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.

Code

8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Dentists General
ACCCP

Therapeutic Services

Code

Alabama Competency Model Dentists, General

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1

Alabama Competency Model Dentists, General
Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Administrative & Marketing
Record treatment information in patient records
Manage front office as needed
Utilize dental software
Sell dental products and procedures (Marketing)
Operate dental equipment
Make decisions that align with office budget
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Patient Treatment
Establish hygiene recommendations
Perform recommended prophylaxis/periodontal treatment
Administer adjunctive, preventive/therapeutic materials
Perform follow-up duties after treatment

Tier 7: Occupation Specific Requirements
Doctoral or professional degree
Licensed Dentist

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals

Code

8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3

Alabama Competency Model Dentists, General
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.

Code

8.6.4
8.6.5
8.6.6

Alabama Competency Model Dentists, General
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Dietitians and Nutritionists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Dietitians and Nutritionists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code

Alabama Competency Model Dietitians and Nutritionists

1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Dietitians and Nutritionists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Dietitians and Nutritionists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Dietitians and Nutritionists
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Dietitians and Nutritionists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Dietitians and Nutritionists
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Dietitians and Nutritionists
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Dietitians and Nutritionists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.3
6.3.1
6.3.2
6.3.3
6.4
6.4.1
6.4.2
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
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Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient medical information
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Patient Treatment
Administer adjunctive, preventive/therapeutic materials
Perform follow-up duties after treatment

Tier 7: Occupation Specific Requirements
Bachelor's degree
Licensed Dietician

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.

Code

8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Nurse Anesthetists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Nurse Anesthetists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Nurse Anesthetists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Nurse Anesthetists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Nurse Anesthetists
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Nurse Anesthetists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Nurse Anesthetists
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Nurse Anesthetists
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Nurse Anesthetists
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Nurse Anesthetists
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Nurse Anesthetists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Nurse Anesthetists

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.7
6.7.1
6.7.2
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Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by organizational, state, and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Basic Client Care
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment
CPR Certification
Monitoring level of consciousness and respiration
Sterile Technique
Verification of informed Consent
Collect Biological Specimens from Patients
Draw blood from veins by vacuum tube, syringe, or butterfly venipuncture methods
Collect specimens at specific time intervals for tests, such as those assessing therapeutic drug levels
Draw blood from capillaries by dermal puncture, such as heel or finger stick methods
Collect fluid or tissue samples, using appropriate collection procedures
Draw blood from arteries, using arterial collection techniques
Dispose of Biomedical Waste
Dispose of contaminated sharps, in accordance with applicable laws, standards, and policies
Dispose of blood or other biohazard fluids or tissue, in accordance with applicable laws, standards, or
policies

Code
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Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Prepare Medications
Refer to and follow physician’s order
Calculate proper drug dosage for each client
Apply the rights of medication administration
Follow facility and program policy
Sign for narcotic medications following facility procedures
Provide Direct Treatments
Perform non-invasive airway management to promote oxygenation
Suction tracheostomy to manage airway
Prepare intravenous equipment
Insert IV
Maintain intravenous infusions
Quality Assurance
Report exceptional incidents (QNS, hemolysis, contamination, mislabels, defective equipment, etc.)
Identify appropriate venipuncture site (shunt, mastectomy, and IV considerations) to ensure a quality
6.11.2
blood sample and safety for the patient
7
Tier 7: Occupation Specific Requirements
7.1
Master's degree
7.2
Certified Registered Nurse Anesthetist (CRNA)
8
Tier 8: Management Competencies
8.1
Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
8.1.1
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
8.1.2
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
8.1.3
forward. Listens to the viewpoints of staff.
6.8
6.8.1
6.8.2
6.8.3
6.8.4
6.8.5
6.8.6
6.9
6.9.1
6.9.2
6.9.3
6.9.4
6.9.5
6.10
6.10.1
6.10.2
6.10.3
6.10.4
6.10.5
6.11
6.11.1

8.1.4
8.1.5
8.2
8.2.1

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals

Code

8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
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Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.

Code

8.6.4
8.6.5
8.6.6
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Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Nurse Practitioners
ACCCP

Therapeutic Services

Code
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.8
6.8.1
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Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Analyze Patient Chart
Check information for completeness and accuracy
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Basic Client Care
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment
CPR Certification
Monitoring level of consciousness and respiration
Sterile Technique
Verification of informed Consent
Clinical Pathology
Manage collection of specimens following policies and procedures (clinical, state, and federal
regulations)
Collect Biological Specimens from Patients
Draw blood from veins by vacuum tube, syringe, or butterfly venipuncture methods
Collect specimens at specific time intervals for tests, such as those assessing therapeutic drug levels
Draw blood from capillaries by dermal puncture, such as heel or finger stick methods
Collect fluid or tissue samples, using appropriate collection procedures
Draw blood from arteries, using arterial collection techniques
Conduct Diagnostic Tests
Conduct a variety of appropriate standardized tests

Code
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6.9
Diseases & Disorders
6.9.1
Recognize signs and symptoms of common ocular diseases/disorders
6.9.2
Recognize signs and symptoms of systemic diseases and treatments that affect the eye
6.10
Dispose of Biomedical Waste
6.10.1
Dispose of contaminated sharps, in accordance with applicable laws, standards, and policies
Dispose of blood or other biohazard fluids or tissue, in accordance with applicable laws, standards, or
6.10.2
policies
6.11
Maintain Accurate Record Keeping
6.11.1
Retrieve patient files and records
6.11.2
Update files as needed
6.11.3
Return files in an appropriate and predictable routine
6.11.4
Archive files as needed
6.11.5
Apply EMR system to record keeping
6.12
Maintain Client Charts
6.12.1
Report changes in clients’ conditions
6.12.2
Report medications, treatments or any necessary action
6.12.3
Record vital sign readings
6.12.4
Record fluid and food intake and output
6.12.5
Apply appropriate technology for the situation
6.12.6
Use appropriate terminology and abbreviations
6.13
Patient Care
6.13.1
CPR Certified
6.13.2
Vital Signs
6.13.3
Sterile and Medical Aseptic Technique
6.13.4
Venipuncture
6.13.5
Transfer of Patient
6.13.6
Care of Patient Medical Equipment
6.14
Patient Screening
6.14.1
Assess/evaluate patient’s history
6.14.2
Evaluate/Assess patient medical information
6.15
Pharmacology
6.15.1
Identify topical medications
6.15.2
Identify key systemic medications
6.15.3
Manage prescriptions
6.15.4
Assess pharmacological effects of various medications
6.16
Prepare Medications
6.16.1
Calculate proper drug dosage for each client
6.16.2
Apply the rights of medication administration
6.16.3
Follow facility and program policy
6.16.4
Sign for narcotic medications following facility procedures
6.17
Process Release of Information

Code

6.17.1

Alabama Competency Model Nurse Practitioners
Obtaining patient consent, certifying medical records, and deciding what information can be released

6.17.2
Adhere to state and federal regulations on release of medical records
7
Tier 7: Occupation Specific Requirements
7.1
Master's degree
7.2
Certified Registered Nurse Practitioner (CRNP)
8
Tier 8: Management Competencies
8.1
Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
8.1.1
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
8.1.2
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
8.1.3
forward. Listens to the viewpoints of staff.
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.

Code

8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Occupational Therapists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Occupational Therapists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Occupational Therapists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Occupational Therapists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Occupational Therapists
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Occupational Therapists
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Occupational Therapists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.7
6.7.1
6.7.2
6.8
6.8.1
6.8.2
7
7.1
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Administer physical /occupational therapy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient medical information
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
Master's degree

Code

7.2
8
8.1

8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1

Alabama Competency Model Occupational Therapists
Licensed Occupational Therapist

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.

Code

8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Occupational Therapy Assistants
ACCCP

Therapeutic Services

Code

Alabama Competency Model Occupational Therapist Assistants

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code

Alabama Competency Model Occupational Therapist Assistants

1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Occupational Therapist Assistants
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Occupational Therapist Assistants
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.7
6.7.1
6.7.2
7
7.1
8
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Maintain Patient Lists
Generate census lists and other reports
Distribute reports as appropriate
Update lists routinely
Print lists and reports as requested by physicians and other staff
Provide appropriate forms to be used during down times
Copy patient charts for transfer
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
Associate's degree

Tier 8: Management Competencies

Code

8.1

8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
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Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.

Code

8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Opticians, Dispensing
ACCCP

Therapeutic Services

Code

Alabama Competency Model Opticians, Dispensing

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.2
6.2.1
6.2.2
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.6
6.6.1
6.6.2
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
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Exams & Treatment
Use appropriate management of patient
Manage preparation of all prescriptions
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Inventory
Develop methods to identify low inventories
Order supplies as appropriate to inventory and budget using appropriate software (MediBuy, Smart)
Review supplies, when received, for accuracy
Report discrepancies in supplies received to appropriate personnel
Store supplies appropriately
Participate in annual inventory of unit equipment
Ocular Procedures
Read and interpret a contact lens prescription
Assist in application of contact lenses
Apply appropriate measurements and terminology
Follow standard alignment procedures
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
High school diploma or equivalent

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.

8.1.4

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.

8.1.5

Acts as a change agent.

Code

8.2

8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
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Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.

Code

8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Pharmacists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Pharmacist

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Pharmacist
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Pharmacist
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Pharmacist

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Pharmacist

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6

Alabama Competency Model Pharmacist
Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.4
6.4.1
6.4.2
6.4.3
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.6.2
6.6.3
6.6.4

Alabama Competency Model Pharmacist
Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Controlled Substances: Compounding, re-packaging, and labeling of drug products
Special procedure requirements for C II controlled substances
Procedures for C III-V controlled substances
Procedures related to DEA blanks, triplicate prescriptions, and proper DEA numbers
Maintain a record of controlled substances received, stored, and removed from inventory
Security requirements for controlled substances
Drug Purchasing & Inventory Control
Prepare a written report of a physical inventory of a representative stock of pharmacy drugs and
supplies using prepared forms and record
Determine, from existing reorder levels, which inventoried items should be ordered and in what
quantity
Check in a drug shipment by using the packing list or invoice and purchase order, completing the
receiving report, and adding the items to the inventory
Returning outdated drugs
Destruction of expired pharmaceutical products
Maintain record-keeping systems for packaging, recalls, automated dispensing, systems, and returns of
pharmaceuticals, durable medical equipment, devices, and supplies
Inventory Storage: Place pharmaceuticals, durable medical equipment, devices, and supplies in
inventory under proper storage conditions
Identify those drugs that must be refrigerated
Store medication properly
State the precautions and procedures for handling caustic, poisonous, and flammable substances and
bio-hazardous materials
Maintain Inventory
Develop methods to identify low inventories
Order supplies as appropriate to inventory and budget using appropriate software (MediBuy, Smart)
Review supplies, when received, for accuracy
Report discrepancies in supplies received to appropriate personnel
Store supplies appropriately
Participate in annual inventory of unit equipment
Pharmacology
Identify topical medications
Identify key systemic medications
Manage prescriptions
Assess pharmacological effects of various medications

Code

6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.8
6.8.1
6.8.2
6.8.3
6.8.4
6.8.5
6.8.6
6.8.7
6.9
6.9.1
6.9.2
6.9.3
6.9.4
6.9.5
6.9.6
6.10
6.10.1

Alabama Competency Model Pharmacist
Prepare Medications
Refer to and follow physician’s order
Calculate proper drug dosage for each client
Follow facility and program policy
Sign for narcotic medications following facility procedures
Process Prescription
Enter prescription information into the patient profile
Calibrate equipment needed to prepare or compound the prescription order
Compound medications for dispensing according to prescription formula or instructions
Measure, count, or reconstitute finished dosage forms for disposing
Label finished product appropriately
Assemble patient information materials
Perform final checks and verifications
Record Keeping: Perform manipulative and record-keeping functions associated with the dispensing of
medications
Generate correct labels
Select the proper drug from the dispensing stock
Accurately count/measure the product and place it in the proper container
Complete the necessary records and documents
Calculate the charge for a prescription
Process third-party billing
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released

6.10.2
Adhere to state and federal regulations on release of medical records
7
Tier 7: Occupation Specific Requirements
7.1
Doctoral or professional degree
7.2
Licensed Pharmacist
8
Tier 8: Management Competencies
8.1
Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
8.1.1
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
8.1.2
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
8.1.3
forward. Listens to the viewpoints of staff.
8.1.4
8.1.5
8.2

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources

Code

8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2

Alabama Competency Model Pharmacist
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management

Code

8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Pharmacist
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Physical Therapist Assistants
ACCCP

Therapeutic Services

Code

Alabama Competency Model Physical Therapist Assistants

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Physical Therapist Assistants
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Physical Therapist Assistants
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6

Alabama Competency Model Physical Therapist Assistants
Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.6.7
6.6.8
6.6.9
6.7
6.7.1
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Maintain Patient Lists
Generate census lists and other reports
Distribute reports as appropriate
Update lists routinely
Print lists and reports as requested by physicians and other staff
Provide appropriate forms to be used during down times
Copy patient charts for transfer
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to HIPPA and state guidelines on release of medical records
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released

Code

6.7.2
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
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Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
Associate's degree
Licensed Physical Therapist Assistant

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.

Code

8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Physical Therapists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Physical Therapists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.7
6.7.1
6.7.2
6.8
6.8.1
6.8.2
7
7.1
7.2
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Administer physical therapy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient medical information
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
Doctoral or professional degree
Licensed Physical Therapist

Code

8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
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Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.

Code

8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Physicians Assistants
ACCCP

Therapeutic Services

Code

Alabama Competency Model Physician Assistants

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code

Alabama Competency Model Physician Assistants

1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Physician Assistants
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Physician Assistants
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Physician Assistants
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Physician Assistants
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Physician Assistants
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Physician Assistants
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Physician Assistants
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Physician Assistants
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Physician Assistants
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Physician Assistants

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.7
6.7.1
6.7.2
6.8
6.8.1
6.8.2
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Basic Client Care
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment
CPR Certification
Verification of informed Consent
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient medical information
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Code

7
7.1
7.2
7.3
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
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Tier 7: Occupation Specific Requirements
Master's degree
Board Certified Physician Assistant
Board Certified Anesthesiological Assistant

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.

Code

8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Registered Nurses
ACCCP

Therapeutic Services

Code

Alabama Competency Model Registered Nurses

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Registered Nurses
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Registered Nurses
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Registered Nurses
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Registered Nurses
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Registered Nurses
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Registered Nurses
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Registered Nurses

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
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Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information

Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
6.3.2
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
6.3.3
Update coding to reflect changes made in charts, as new information becomes available
6.3.4
Review the assigned DRG for accuracy
6.3.5
Abide by hospital, state and federal coding guidelines
6.4
Audit Patient Records
6.4.1
Review records for completeness, accuracy, and compliance with regulations.
6.4.2
Review procedure and diagnosis code assignments as determined by physician for accuracy
6.5
Basic Client Care
6.5.1
Maintain clients’ beds
6.5.2
Feed adult clients
6.5.3
Assist with elimination and perineal care
6.5.4
Assist client with personal hygiene
6.5.5
Assist client with mobility (ambulating, wheel chair, range of motion—ROM, etc.)
6.5.6
Provide culturally sensitive care to a diverse client population
6.5.7
Maintain safety of client environment
6.5.8
CPR Certification
6.5.9
Monitoring level of consciousness and respiration
6.5.10
Sterile Technique
6.5.11
Verification of informed Consent
6.6
Clinical Pathology
Manage collection of specimens following policies and procedures (clinical, state, and federal
6.6.1
regulations)
6.6.2
Evaluate specimens
6.6.3
Assist with necropsies

Code

6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.8
6.8.1
6.8.2
6.9
6.9.1
6.9.2
6.9.3
6.9.4
6.9.5
6.10
6.10.1
6.10.2
6.10.3
6.10.4
6.10.5
6.11
6.11.1
6.11.2
6.11.3
6.11.4
6.11.5
6.11.6
6.12
6.12.1
6.12.2
6.12.3
6.12.4
6.13
6.13.1
6.13.2
6.13.3
6.13.4
6.13.5
6.13.6
6.14
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Collect Biological Specimens from Patients
Draw blood from veins by vacuum tube, syringe, or butterfly venipuncture methods
Collect specimens at specific time intervals for tests, such as those assessing therapeutic drug levels
Draw blood from capillaries by dermal puncture, such as heel or finger stick methods
Collect fluid or tissue samples, using appropriate collection procedures
Dispose of Biomedical Waste
Dispose of contaminated sharps, in accordance with applicable laws, standards, and policies
Dispose of blood or other biohazard fluids or tissue, in accordance with applicable laws, standards, or
policies
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Manage preparation of all prescriptions
Manage administration of medications
Administer emergency treatment
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Manage Vital Sign Records
Measure intake and output
Document intake and output
Monitor/Obtain vital signs
Document all vital signs
Patient Care
CPR Certified
Vital Signs
Sterile and Medical Aseptic Technique
Venipuncture
Transfer of Patient
Care of Patient Medical Equipment
Perform Admission, Transfer & Discharge Duties

Code

Alabama Competency Model Registered Nurses

6.14.1
Verify doctor’s orders from the original document are included in new client file
6.14.2
Send client to new facility accompanied by proper documentation per facility protocol (transfer)
6.14.3
Discharge client with instructions regarding follow up care
6.14.4
Determine client’s understanding of discharge instructions
6.15
Pharmacology
6.15.1
Identify topical medications
6.15.2
Identify key systemic medications
6.15.3
Manage prescriptions
6.15.4
Assess pharmacological effects of various medications
6.16
Prepare Medications
6.16.1
Refer to and follow physician’s order
6.16.2
Calculate proper drug dosage for each client
6.16.3
Apply the rights of medication administration
6.16.4
Follow facility and program policy
6.16.5
Sign for narcotic medications following facility procedures
6.17
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
6.17.1
6.17.2
Adhere to state and federal regulations on release of medical records
6.18
Provide Direct Treatments
6.18.1
Administer enemas and vaginal irrigation
6.18.2
Apply heat and cold as appropriate to situation
6.18.3
Perform non-invasive airway management to promote oxygenation
6.18.4
Suction tracheostomy to manage airway
6.18.5
Care for clients in traction
6.18.6
Care for clients with casts or other immobilizing devices
6.18.7
Manage altered urinary elimination
6.18.8
Manage gastric intubation and enteral feedings
6.18.9
Care for clients with altered bowel elimination
6.18.10
Manage closed chest drainage systems
6.18.11
Prepare intravenous equipment
6.18.12
Insert IV
6.18.13
Maintain intravenous infusions
6.19
Verify Proper Collection
6.19.1
Identify the test requested
6.19.2
Match labeled specimens with written orders
6.19.3
Evaluate specimen integrity
6.19.4
Identify specimen acceptability for tests requested
6.19.5
Choose appropriate storage before and after testing to maintain specimen integrity
7
Tier 7: Occupation Specific Requirements
7.1
Associate's degree
7.2
Registered Nurse (RN)

Code

8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1

Alabama Competency Model Registered Nurses
Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.

Code

8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Registered Nurses
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Respiratory Therapists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Respiratory Therapists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Respiratory Therapists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Respiratory Therapists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Respiratory Therapists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Respiratory Therapists
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Respiratory Therapists
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Respiratory Therapists
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Respiratory Therapists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Respiratory Therapists

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6

Alabama Competency Model Respiratory Therapists
Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.5
6.5.1
6.5.2
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.8

Alabama Competency Model Respiratory Therapists
Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Basic Client Care
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment
CPR Certification
Monitoring level of consciousness and respiration
Sterile Technique
Verification of informed Consent
Collect fluid or tissue samples, using appropriate collection procedures
Draw blood from arteries, using arterial collection techniques
Dispose of Biomedical Waste
Dispose of contaminated sharps, in accordance with applicable laws, standards, and policies
Dispose of blood or other biohazard fluids or tissue, in accordance with applicable laws, standards, or
policies
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Manage administration of medications
Administer emergency treatment
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts

Code
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6.8.1
Report changes in clients’ conditions
6.8.2
Report medications, treatments or any necessary action
6.8.3
Record vital sign readings
6.8.4
Record fluid and food intake and output
6.8.5
Apply appropriate technology for the situation
6.8.6
Use appropriate terminology and abbreviations
6.9
Patient Care
6.9.1
CPR Certified
6.9.2
Vital Signs
6.9.3
Sterile and Medical Aseptic Technique
6.9.4
Care of Patient Medical Equipment
6.10
Patient Screening
6.10.1
Assess/evaluate patient’s history
6.10.2
Evaluate/Assess patient medical information
6.11
Quality Assurance
6.11.1
Describe the system for monitoring quality assurance in the collection of blood specimens
6.11.1
Report exceptional incidents (QNS, hemolysis, contamination, mislabels, defective equipment, etc.)
Identify appropriate venipuncture site (shunt, mastectomy, and IV considerations) to ensure a quality
6.11.2
blood sample and safety for the patient
6.12
Specimen Transport & Processing
Instruct patients in the proper collection and preservation for various samples, including blood, sputum,
6.12.1
urine, semen and stools
6.13
Verify Proper Collection
6.13.1
Identify the test requested
6.13.2
Match labeled specimens with written orders
6.13.3
Evaluate specimen integrity
6.13.4
Identify specimen acceptability for tests requested
6.13.5
Choose appropriate storage before and after testing to maintain specimen integrity
6.14
Process Release of Information
6.14.1
Obtaining patient consent, certifying medical records, and deciding what information can be released
6.14.2
Adhere to state and federal regulations on release of medical records
7
Tier 7: Occupation Specific Requirements
7.1
Associate's degree
7.2
Licensed Respiratory Therapist
8
Tier 8: Management Competencies
8.1
Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
8.1.1
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
8.1.2
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
8.1.3
forward. Listens to the viewpoints of staff.

Code

8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6

Alabama Competency Model Respiratory Therapists
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager

Code

8.6

8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Respiratory Therapists
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Speech-Language Pathologists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Speech-Language Pathologists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code

Alabama Competency Model Speech-Language Pathologists

1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Speech-Language Pathologists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Speech-Language Pathologists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Speech-Language Pathologists
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Speech-Language Pathologists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Speech-Language Pathologists
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Speech-Language Pathologists
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Speech-Language Pathologists
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Speech-Language Pathologists
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Speech-Language Pathologists
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Speech-Language Pathologists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.2
6.2.1
6.2.2
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.5
6.5.1
6.5.2
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.7
6.7.1
6.7.2
7
7.1
7.2
8
8.1
8.1.1
8.1.2
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Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report treatments or any necessary action
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Screening
Assess/evaluate patient’s history
Evaluate/Assess patient medical information
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Administer emergency treatment
Administer Speech Therapy and test patient as appropriately needed
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to HIPPA and state guidelines on release of medical records

Tier 7: Occupation Specific Requirements
Master's degree
Licensed Speech Pathologist

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.

Code
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8.1.3

Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.

8.1.4

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.

8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5

Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.

Code

8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Surgical Technologists
ACCCP

Therapeutic Services

Code

Alabama Competency Model Surgical Technologists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Surgical Technologists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Surgical Technologists
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.5
6.5.1
6.5.2
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.7
6.7.1
6.7.2
7
7.1
8
8.1
8.1.1
8.1.2
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Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Basic Client Care
Provide culturally sensitive care to a diverse client population
Maintain safety of client environment
CPR Certification
Monitoring level of consciousness and respiration
Sterile Technique
Verification of informed Consent
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Office Procedures
Obtain informed consent
Set up the procedure room
Break down the procedure room
Patient Preparation
Prepare operatory
Utilize Universal Precautions (OSHA standards)
Surgical Assistance
Prepare surgical suite
Prepare patient for surgery
Assist veterinarian during surgical procedures
Coordinate post-operative patient care
Prepare surgical suite for next case
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to state and federal regulations on release of medical records

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.

Code
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8.1.3

Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.

8.1.4

Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.

8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5

Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.

Code

8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Veterinarians
ACCCP

Therapeutic Services

Code

Alabama Competency Model Veterinarians

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Veterinarians
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Clean Instruments & Facilities
Clean and help maintain equipment or work areas and sterilize glassware, according to prescribed
5.1.1
methods.
5.1.2
Wash and sterilize equipment, using germicides and sterilizers.
5.1.3
Clean or sterilize ophthalmic or surgical instruments.
5.1.4
Clean and polish removable appliances.
Inspect, clean, test, and maintain respiratory therapy equipment to ensure equipment is functioning
5.1.5
safely and efficiently, ordering repairs when necessary.
5.1.6
Clean rooms and make beds.
5.2
Record Medical History
Obtain, compile, and record patient medical data, including health history, progress notes and results of
5.2.1
physical examination.
5.2.2
Collect and document patients' pre-anesthetic health histories.
5.2.3
Monitor and document patients' progress during post-anesthesia period.
5.2.4
Record patients' medical information and vital signs.
Document patients' medical and psychological histories, physical assessment results, diagnoses,
5.2.5
treatment plans, prescriptions, or outcomes.
5.2.6
Document patients' medical histories and assessment findings.
5.3
Instruct / Educate Patients
Instruct, or assist in instructing, patients and families in home programs, basic living skills, or the care
5.3.1
and use of adaptive equipment.
5.3.2
Teach patients how to deal constructively with their emotions.
Offer health promotion or prevention activities, such as training people to use blood pressure devices
5.3.3
or diabetes monitors.
5.3.4
Train clients to use adaptive equipment
5.3.5
Train patients in the use of orthopedic braces, prostheses, or supportive devices.
5.3.6
Instruct patients in oral hygiene and plaque control programs.
5.3.7
Train clients to use tactile, auditory, kinesthetic, olfactory, and proprioceptive information.
Teach clients to travel independently, using a variety of actual or simulated travel situations or
5.3.8
exercises.
Teach independent living skills or techniques, such as adaptive eating, medication management,
5.3.9
diabetes management, and personal management.
5.3.10
Instruct patient and family in treatment procedures to be continued at home.
5.3.11

Educate patients and their families about their conditions and teach appropriate disease management
techniques, such as breathing exercises or the use of medications or respiratory equipment.

Code

5.3.12
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
6
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Educate patients about self-management of acute or chronic illnesses, tailoring instructions to patients'
individual circumstances.
Collaboration
Communicate and collaborate with other healthcare professionals involved with the care of a patient.
Confer with physical therapy staff or others to discuss and evaluate patient information for planning,
modifying, or coordinating treatment.
Consult with physicians and health care personnel to determine nutritional needs and diet restrictions
of patient or client.
Collaborate with other health care professionals to plan, monitor, review, or evaluate the quality or
effectiveness of drugs or drug regimens, providing advice on drug applications or characteristics.
Collaborate with specialists, such as rehabilitation counselors, speech pathologists, and occupational
therapists, to provide client solutions.
Confer with the patient, medical practitioners, or appropriate others to plan, implement, or assess the
intervention program.
Work as part of a team of physicians, nurses, or other healthcare professionals to manage patient care
by assisting with medical procedures or related duties.
Consult with, or refer patients to, appropriate specialists when conditions exceed the scope of practice
or expertise.
Analyze Patient Data
Analyze or evaluate dental needs to determine changes or trends in patterns of dental disease.
Assess nutritional needs, diet restrictions and current health plans to develop and implement dietarycare plans and provide nutritional counseling.
Test and evaluate patients' physical and mental abilities and analyze medical data to determine realistic
rehabilitation goals for patients.
Administer tests and interpret test results to develop rehabilitation plans for clients.
Review physician's referral and patient's medical records to help determine diagnosis and physical
therapy treatment required.
Assess urgent and emergent health conditions, using both physiologically and technologically derived
data.
Monitor Patients
Visit and observe patients on hospital rounds or house calls, updating charts, ordering therapy, and
reporting back to physician.
Evaluate patients' progress and prepare reports that detail progress.
Evaluate effects of treatment at various stages and adjust treatments to achieve maximum benefit.
Monitor patients' medication usage and results.
Assess patients' pain levels or sedation requirements.
Monitor patients' fluid intake and output to detect emerging problems, such as fluid and electrolyte
imbalances.
Monitor patients' performance in therapy activities, providing encouragement.
Observe patients during treatments to compile and evaluate data on their responses and progress and
provide results to physical therapist in person or through progress notes.

Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.6
6.6.1
6.6.2
6.6.3
6.7
6.7.1
6.7.2
6.7.3
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Administer Medications
Adhere to schedule in giving medications
Administer oral medications
Administer medications by alternative routes
Give injections
Administer IV medications (piggyback push)
Evaluate effectiveness of administered medication
Document according to agency policy
Analyze Lab Specimens
Choose the appropriate method for the analysis
Perform molecular diagnostic lab procedures that require limited independent judgment
Apply appropriate troubleshooting techniques (such as analyze specimen integrity, mechanical
instrumentation, quality control)
Identify expected, unexpected and erroneous results
Correlate related lab tests
Determine if confirmatory testing is required as reflected in written orders
Validate test results
Animal Care
Manage nutrition of patient
Perform specialized care
Coordinate grooming of animal
Maintain clean housing area for patients
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by hospital, state and federal coding guidelines
Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Clinical Pathology
Manage collection of specimens following policies and procedures (clinical, state, and federal
regulations)
Evaluate specimens
Assist with necropsies
Collect Biological Specimens from Patients
Draw blood from veins by vacuum tube, syringe, or butterfly venipuncture methods
Collect specimens at specific time intervals for tests, such as those assessing therapeutic drug levels
Draw blood from capillaries by dermal puncture, such as heel or finger stick methods

Code

6.7.4
6.7.5
6.8
6.8.1
6.8.2
6.9
6.9.1
6.9.2
6.9.3
6.9.4
6.10
6.10.1
6.10.2
6.10.3
6.10.4
6.10.5
6.10.6
6.11
6.11.1
6.11.2
6.11.3
6.11.4
6.11.5
6.12
6.12.1
6.12.2
6.12.3
6.12.4
6.12.5
6.12.6
6.13
6.13.1
6.13.2
6.13.3
6.13.4
6.13.5
6.14
6.14.1
6.14.2
6.14.3
6.14.4
6.15
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Collect fluid or tissue samples, using appropriate collection procedures
Draw blood from arteries, using arterial collection techniques
Animal Euthanasia
Preparation for procedure
Assist in euthanasia
Evaluation
Analysis of the image for technical quality
Demonstration of correct anatomic regions
Recognition of relevant pathology
Proper labeling
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Manage preparation of all prescriptions
Manage administration of medications
Administer emergency treatment
Administer physical therapy
Maintain Accurate Record Keeping
Retrieve patient files and records
Update files as needed
Return files in an appropriate and predictable routine
Archive files as needed
Apply EMR system to record keeping
Maintain Client Charts
Report changes in clients’ conditions
Report medications, treatments or any necessary action
Record vital sign readings
Record fluid and food intake and output
Apply appropriate technology for the situation
Use appropriate terminology and abbreviations
Patient Examination
Screen head and neck
Assess oral cavity
Assess gingival health
Chart dental findings
Take diagnostic radiographs (film or digital)
Pharmacology
Identify topical medications
Identify key systemic medications
Manage prescriptions
Assess pharmacological effects of various medications
Prepare Medications

Code
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6.15.1
Refer to and follow physician’s order
6.15.2
Calculate proper drug dosage for each client
6.15.3
Apply the rights of medication administration
6.15.4
Follow facility and program policy
6.15.5
Sign for narcotic medications following facility procedures
6.16
Procedures
6.16.1
Head and Neck
6.16.2
Spine
6.16.3
Thorax
6.16.4
Abdomen and Pelvis
6.16.5
Musculoskeletal
6.17
Provide Direct Treatments
6.17.1
Perform non-invasive airway management to promote oxygenation
6.17.2
Suction tracheostomy to manage airway
6.17.3
Care for clients with casts or other immobilizing devices
6.17.4
Manage altered urinary elimination
6.17.5
Manage gastric intubation and enteral feedings
6.17.6
Care for clients with altered bowel elimination
6.17.7
Manage closed chest drainage systems
6.17.8
Prepare intravenous equipment
6.17.9
Insert IV
6.17.10
Maintain intravenous infusions
Record Keeping: Perform manipulative and record-keeping functions associated with the dispensing of
6.18
medications
6.18.1
Generate correct labels
6.18.2
Select the proper drug from the dispensing stock
6.18.3
Accurately count/measure the product and place it in the proper container
6.18.4
Complete the necessary records and documents
6.18.5
Calculate the charge for a prescription
6.18.6
Process third-party billing
6.19
Verify Proper Collection
6.19.1
Identify the test requested
6.19.2
Match labeled specimens with written orders
6.19.3
Evaluate specimen integrity
6.19.4
Identify specimen acceptability for tests requested
6.19.5
Choose appropriate storage before and after testing to maintain specimen integrity
6.20
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
6.20.1
7
7.1
7.2

Tier 7: Occupation Specific Requirements
Doctoral or professional degree
Licensed Veterinarian

Code

8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
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Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.

Code

8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Medical & Clinical Laboratory Technicians
ACCCP

Diagnostic Services

Code

Alabama Competency Model Medical and Clinical Laboratory Technicians

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Medical and Clinical Laboratory Technicians
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Medical and Clinical Laboratory Technicians
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Medical and Clinical Laboratory Technicians
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Medical and Clinical Laboratory Technicians
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Medical and Clinical Laboratory Technicians
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Medical and Clinical Laboratory Technicians
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Medical and Clinical Laboratory Technicians
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Medical and Clinical Laboratory Technicians
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Medical and Clinical Laboratory Technicians
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Medical and Clinical Laboratory Technicians
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Medical and Clinical Laboratory Technicians

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.

Code

5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.2
6.2.1
6.2.2
6.3
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Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Analyze Lab Specimens
Choose the appropriate method for the analysis
Perform molecular diagnostic lab procedures that require limited independent judgment
Apply appropriate troubleshooting techniques (such as analyze specimen integrity, mechanical
instrumentation, quality control)
Identify expected, unexpected and erroneous results
Correlate related lab tests
Determine if confirmatory testing is required as reflected in written orders
Validate test results
Operate Lab Equipment
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Verify Proper Collection

Code

6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
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Identify the test requested
Match labeled specimens with written orders
Evaluate specimen integrity
Identify specimen acceptability for tests requested
Choose appropriate storage before and after testing to maintain specimen integrity
Procedures for Disposal
Interpret MSDS manuals
Dispose of contaminated and/or hazardous material according to protocol
Decontaminate work surfaces
Decontaminate instruments and equipment

Tier 7: Occupation Specific Requirements
Bachelor's degree

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement

Code

8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Medical & Clinical Laboratory Technologists
ACCCP

Diagnostic Services

Code
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Medical and Clinical Laboratory Technologists
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Medical and Clinical Laboratory Technologists
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Medical and Clinical Laboratory Technologists
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Medical and Clinical Laboratory Technologists
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Medical and Clinical Laboratory Technologists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Medical and Clinical Laboratory Technologists

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Medical and Clinical Laboratory Technologists

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.

Code

5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.2
6.2.1
6.2.2
6.3

Alabama Competency Model Medical and Clinical Laboratory Technologists
Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Analyze Lab Specimens
Choose the appropriate method for the analysis
Perform molecular diagnostic lab procedures that require limited independent judgment
Apply appropriate troubleshooting techniques (such as analyze specimen integrity, mechanical
instrumentation, quality control)
Identify expected, unexpected and erroneous results
Correlate related lab tests
Determine if confirmatory testing is required as reflected in written orders
Validate test results
Operate Lab Equipment
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Verify Proper Collection

Code

6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4

Alabama Competency Model Medical and Clinical Laboratory Technologists
Identify the test requested
Match labeled specimens with written orders
Evaluate specimen integrity
Identify specimen acceptability for tests requested
Choose appropriate storage before and after testing to maintain specimen integrity
Procedures for Disposal
Interpret MSDS manuals
Dispose of contaminated and/or hazardous material according to protocol
Decontaminate work surfaces
Decontaminate instruments and equipment

Tier 7: Occupation Specific Requirements
Bachelor's degree

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement

Code

8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Medical and Clinical Laboratory Technologists
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Diagnostic Medical Sonographers
ACCCP

Diagnostic Services

Code

Alabama Competency Model Diagnostic Medical Sonographers

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.
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1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Diagnostic Medical Sonographers
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
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1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Diagnostic Medical Sonographers
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
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Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Diagnostic Medical Sonographers
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Page 5 of 17

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Diagnostic Medical Sonographers
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
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Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Diagnostic Medical Sonographers
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts
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Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3

Alabama Competency Model Diagnostic Medical Sonographers
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
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Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Diagnostic Medical Sonographers
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
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3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4

Alabama Competency Model Diagnostic Medical Sonographers
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
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3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Diagnostic Medical Sonographers
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.
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Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Diagnostic Medical Sonographers
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve
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Alabama Competency Model Diagnostic Medical Sonographers

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

4.6.2
4.6.3

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control
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Alabama Competency Model Diagnostic Medical Sonographers

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.
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5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2

Alabama Competency Model Diagnostic Medical Sonographers
Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Patient Care
CPR Certification
Vital Signs
Monitoring level of consciousness and respiration
Sterile Technique
Verification of informed Consent
Scanning Techniques
Gray Scale
Color Doppler
Power Doppler
Spectral Doppler
M-Mode
Equipment Care
Prepare transducer for intracavitary use
Clean and disinfect transducer
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6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1

Alabama Competency Model Diagnostic Medical Sonographers
Procedures
Abdomen
Superficial Structures
Gynecology
Obstetrics
Interventional Procedures
Vascular Procedures
Pediatric

Tier 7: Occupation Specific Requirements
Associate's degree

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Page 16 of 17

Code

8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6

Alabama Competency Model Diagnostic Medical Sonographers
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.
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Radiologic Technologists
ACCCP

Diagnostic Services

Code

Alabama Competency Model Radiologic Technologists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code

Alabama Competency Model Radiologic Technologists

1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Radiologic Technologists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Radiologic Technologists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2

Alabama Competency Model Radiologic Technologists
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2

Alabama Competency Model Radiologic Technologists
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3

Alabama Competency Model Radiologic Technologists
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Radiologic Technologists
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.

Code

5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
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Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Patient Care
CPR Certified
Vital Signs
Sterile and Medical Aseptic Technique
Venipuncture
Transfer of Patient
Care of Patient Medical Equipment
Imaging Procedures
Chest and Thorax
Upper Extremity
Lower Extremity
Head
Spine and Pelvis
Abdomen
Fluoroscopy

Code

6.2.8
6.2.9
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
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Pediatric
Geriatric
Evaluation
Analysis of the image for technical quality
Demonstration of correct anatomic regions
Recognition of relevant pathology
Proper labeling
Quality Control
Signal to Noise
Center Frequency
Transmitter Gain or Attenuation
Geometric Inspection
Monitor Cryogen Levels
Room Temperature

Tier 7: Occupation Specific Requirements
Associate's degree

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.

Code

8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
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Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Veterinary Technologists and Technicians
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2

Alabama Competency Model Veterinary Technologists and Technicians
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Alabama Competency Model Veterinary Technologists and Technicians
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code

Alabama Competency Model Veterinary Technologists and Technicians

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.

Code

5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.3
6.3.1
6.3.2
6.3.3
6.4
6.4.1
6.4.2

Alabama Competency Model Veterinary Technologists and Technicians
Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Animal Euthanasia
Preparation for procedure
Assist in euthanasia
Animal Care
Manage nutrition of patient
Perform specialized care
Coordinate grooming of animal
Maintain clean housing area for patients
Outpatient Field Service
Assist with physical exams
Administer clinical care of patient
Maintain mobile services unit
Surgical Assistance
Prepare surgical suite
Prepare patient for surgery

Code

6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.6.2
6.6.3
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.7.6
6.7.7
7
7.1
7.2
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1

Alabama Competency Model Veterinary Technologists and Technicians
Assist veterinarian during surgical procedures
Coordinate post-operative patient care
Prepare surgical suite for next case
Radiology
Prepare patients for procedure
Calculate radiation and exposure
Perform diagnostic radiographs
Develop film
Manage storage of films
Follow appropriate safety procedures
Clinical Pathology
Manage collection of specimens following policies and procedures (clinical, state, and federal
regulations)
Evaluate specimens
Assist with necropsies
Exams & Treatment
Evaluate needs of patient
Use appropriate management of patient
Assist veterinarian during exams and treatment
Manage preparation of all prescriptions
Manage administration of medications
Administer emergency treatment
Administer physical therapy

Tier 7: Occupation Specific Requirements
Associate's degree
Licensed Veterinarian Technician

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals

Code

8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3

Alabama Competency Model Veterinary Technologists and Technicians
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.

Code

8.6.4
8.6.5
8.6.6

Alabama Competency Model Veterinary Technologists and Technicians
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Magnetic Resonance Imaging Technologists
ACCCP

Diagnostic Services

Code

Alabama Competency Model Magnetic Resonance Imaging Technologists

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Magnetic Resonance Imaging Technologists
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4

Alabama Competency Model Magnetic Resonance Imaging Technologists
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code

Alabama Competency Model Magnetic Resonance Imaging Technologists

4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Collect Patient Information
Obtain and record accurate patient history, including prior test results or information from physical
5.1.1
examinations
Conduct screening interviews of patients to identify contraindications, such as ferrous objects,
5.1.2
pregnancy, prosthetic heart valves, cardiac pacemakers, or tattoos
5.2
Position Patients: for treatment or examination
Prepare patient for exam by explaining procedure, transferring patient to ultrasound table, scrubbing
5.2.1
skin and applying gel, and positioning patient properly
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.5
5.5.1
5.5.2
5.5.3
5.5.4

Select appropriate equipment settings and adjust patient positions to obtain the best sites and angles
Position and immobilize patient on examining table
Position patients on cradle, attaching immobilization devices if needed, to ensure appropriate
placement for imaging
Restrain animals during exams or procedures
Patient Data Entry: Enter patient or treatment data into computers
Enter data from analysis of medical tests or clinical results into computer for storage
Input details of specimen processing, analysis, and technical issues into logs or laboratory information
systems (LIS)
Conduct chemical analyses of body fluids, such as blood or urine, using microscope or automatic
analyzer to detect abnormalities or diseases and enter findings into computer
Key commands and data into computer to document and specify scan sequences, adjust transmitters
and receivers, or photograph certain images
Communicate Results to Medical Professionals
Communicate to responsible parties unacceptable specimens and suggest remediation for future
submissions
Describe chromosome, FISH and CGH analysis results in Internations System of Cytogenetic
Nomenclature (ISCN) language
Submit slides with abnormal cell structures to pathologists for further examination
Provide sonogram and oral or written summary of technical findings to physician for use in medical
diagnosis
Clean Medical Equipment or Facilities
Set up, clean, and maintain laboratory equipment
Clean and sterilize instruments, equipment, or materials
Clean kennels, animal holding areas, surgery suites, examination rooms, or animal loading or unloading
facilities to control the spread of disease
Clean, check, and maintain sonographic equipment, submitting maintenance requests or performing
minor repairs as necessary.

Code

5.6

5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
5.6.6
5.6.7
5.6.8
5.6.9
5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
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Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Maintain Medical Equipment or Instruments
Perform scheduled maintenance or minor emergency repairs on radiographic equipment
Calibrate magnetic resonance imaging (MRI) console or peripheral hardware
Maintain instruments, equipment, or machinery to ensure proper working condition
Operate, calibrate, or maintain equipment used in quantitative or qualitative analysis, such as
spectrophotometers, calorimeters, flame photometers, or computer-controlled analyzers
Maintain laboratory equipment such as photomicroscopes, inverted microscopes, and standard
darkroom equipment
Adjust, maintain, or repair laboratory equipment, such as microscopes
Set up, maintain, calibrate, clean, and test sterility of medical laboratory equipment

Tier 6: Occupation Specific Technical Competencies

Patient Care
CPR Certified
Vital Signs
Sterile and Medical Aseptic Technique
Venipuncture
Transfer of Patient
Care of Patient Medical Equipment
MRI Safety
Screening Patients, Personnel, and non-personnel for MRI safe, conditional, and unsafe devices and
objects
Identify MRI safety zones
Static Field
Radiofrequency Field
Time-Varying Gradient Magnetic Fields
Communication and Monitoring

Code

6.2.7
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3

Alabama Competency Model Magnetic Resonance Imaging Technologists
Contrast Media Safety
Evaluation
Analysis of the image for technical quality
Demonstration of correct anatomic regions
Recognition of relevant pathology
Proper labeling
Procedures
Head and Neck
Spine
Thorax
Abdomen and Pelvis
Musculoskeletal
Quality Control
Signal to Noise
Center Frequency
Transmitter Gain or Attenuation
Geometric Inspection
Monitor Cryogen Levels
Room Temperature

Tier 7: Occupation Specific Requirements
Associate's degree

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility

Code

8.3.1
8.3.2
8.3.3
8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5

Alabama Competency Model Magnetic Resonance Imaging Technologists
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.

Code

8.6.6

Alabama Competency Model Magnetic Resonance Imaging Technologists
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Medical Records & Health Information
Technicians
ACCCP

Health Informatics

Code

Alabama Competency Model Medical Record & Health Information Technician

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.3
1.1.2.4
1.1.3
1.1.3.1
1.1.3.2
1.1.3.3
1.1.4
1.1.4.1
1.1.4.2
1.1.4.3
1.1.4.4
1.2
1.2.1
1.2.1.1
1.2.1.2
1.2.1.3
1.2.1.4
1.2.1.5
1.2.2
1.2.2.1
1.2.2.2
1.2.3
1.2.3.1
1.2.3.2
1.3
1.3.1
1.3.1.1

Demonstrate flexibility for change based on the ideas and actions of others.
Maintaining open relationships
Maintain open lines of communication with others.
Encourage others to share problems and successes.
Establish a high degree of trust and credibility with others.
Respecting diversity
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
beliefs, perspectives, customs, or opinions.
Value an environment that supports and accommodates a diversity of people and ideas.
Integrity: Displaying strong moral principles and work ethic.
Behaving ethically
Abide by a strict code of ethics and behavior, even in the face of opposition.
Encourage others to behave ethically
Understand that behaving ethically goes beyond what the law requires.
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
policies.
Acting fairly
Treat others with honesty, fairness, and respect.
Make decisions that are objective and reflect the just treatment of others.
Taking responsibility
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
department.
Professionalism: Maintaining a professional presence.
Demonstrating self-control
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1

Alabama Competency Model Medical Record & Health Information Technician
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.

1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.

Code

1.5.1.3
1.5.2
1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
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Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.

Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
1.6.2.3
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
1.7
1.7.1
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
1.7.1.1
1.6.2.2

1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3

Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.

Code

1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
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Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
2.1.1
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
2.1.1.1
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
2.1.1.2
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
2.1.1.3
2.1

2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1

Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.

Code

2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2

Alabama Competency Model Medical Record & Health Information Technician
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application

Code

Alabama Competency Model Medical Record & Health Information Technician

2.4.2.1
Apply basic scientific principles and technology to complete tasks.
2.5
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
2.5.1
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
2.5.1.1
and the nature of the information (e.g., technical or controversial).
2.5.1.2
Convey information clearly, correctly, and succinctly.
2.5.1.3
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
2.5.1.4
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
2.5.1.5
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
2.5.2
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
2.5.2.1
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5

Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.

Code

2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.

Code

3.1.2
3.1.2.1
3.1.2.2
3.1.2.3
3.1.2.4
3.1.2.5
3.1.3
3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
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Establishing productive relationships
Develop constructive and cooperative working relationships with others.
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, nonaccusatory manner.
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
objectives.
Meeting team objectives
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed

Code

3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3

Alabama Competency Model Medical Record & Health Information Technician
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.

Code

3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3

Alabama Competency Model Medical Record & Health Information Technician
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology

Code

3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
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Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.

Code
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3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1

Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
3.8.4.2
records, repair records).
3.8.4.3
Update logs, records, and files, noting important changes.
3.8.4.4
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9
3.9.1
3.9.1.1
3.9.1.2
3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4

Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems

Code

4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6
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Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.

Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve
Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
4.4
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.

Code

4.6.1
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Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

4.6.2
4.6.3

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control
4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Maintain Medical Records
5.1.1
5.1.2
5.1.3
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5

Compile and record medical charts, reports, or correspondence, using typewriter or personal computer
Transcribe recorded messages or practitioners' diagnoses or recommendations into patients' medical
records
Maintain medical records, technical library, or correspondence files
Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.

Code

5.2.6
5.2.7
5.2.8
5.2.9
5.3
5.3.1
5.3.2
5.3.3
5.4
5.4.1
5.4.2
5.5
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Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Perform Clerical Work in medical settings
Retrieve patient medical records for physicians, technicians, or other medical personnel
Transcribe medical reports
Perform data entry and data retrieval services, providing data for inclusion in medical records and for
transmission to physicians
Send information, materials or documentation
Perform bookkeeping duties, such as credits or collections, preparing and sending financial statements
or bills, and keeping financial records
Transmit correspondence or medical records by mail, e-mail, or fax
Schedule Appointments

5.5.1

Schedule tests or procedures for patients, such as lab work or x-rays, based on physician orders

5.5.2
5.5.3
5.6

Schedule and confirm patient diagnostic appointments, surgeries, or medical consultations
Receive patients, schedule appointments, and maintain patient records
Record Vital Statistics or other health information
Take and record vital signs, such as temperature, blood pressure, pulse rate, or respiration rate, as
directed by medical or nursing staff
Record sterilizer test results

5.6.1
5.6.2
5.6.3

Record information relating to animal genealogy, feeding schedules, appearance, behavior, or breeding

5.7
Health IT Systems
5.7.1
E-Mar
5.7.2
POE
5.7.3
PACS
5.7.4
ADT
5.7.5
Lab
5.7.6
DSS
5.7.7
Registries
5.7.8
Billing/coding
5.7.9
Acute care
5.7.10
Community health
5.7.11
Public health
5.7.12
Small provider practices
5.7.13
Computerized Provider Order Entry
5.7.14
E-Prescribing
6
Tier 6: Occupation Specific Technical Competencies

Code

6.1
6.1.2
6.1.3
6.2
6.2.1
6.2.2
6.2.3
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.6
6.6.1
6.6.2
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.7.6
6.7.7
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Audit Patient Records
Review records for completeness, accuracy, and compliance with regulations.
Review procedure and diagnosis code assignments as determined by physician for accuracy
Research
Research diseases, procedures, and medications
Investigate denied claims
Research administrative processes from different insurance companies
Medical Terminology for Coding
Identify meanings of prefixes and suffixes to determine word meaning
Utilize root words to determine meaning
Define disease process
Define procedures
Identify various body systems
Analyze Patient Chart
Check information for completeness and accuracy
Query the physician or health care provider for specificity concerning vague or incomplete information
Assure that coding reflects the information provided in the medical record
Ensure all necessary documents are present for accurate coding
Route records to appropriate person for completion
Assign National Standard Codes
Read patient chart thoroughly to gain understanding of diagnoses and procedures
Assign codes to designated procedure or diagnosis as appropriate to specific facility based on coding
guidelines (such as psychiatry, radiology, emergency room, skilled nursing facility, etc.)
Update coding to reflect changes made in charts, as new information becomes available
Review the assigned DRG for accuracy
Abide by organizational, state, and federal coding guidelines
Process Release of Information
Obtaining patient consent, certifying medical records, and deciding what information can be released
Adhere to federal and state guidelines on release of medical records
Administrative
Maintain filing system for medical records
Summarize selected information for patient studies as requested (such as tumor registry,
communicable diseases, federal and state regulatory agencies)
Answer questions from personnel regarding billing functions, charges, insurance reimbursements,
statements
Handle and resolve patient complaints
Respond to inquiries and requests for information relating to patient records
Coordinate reimbursements with billing office
Ensure strict confidentiality of financial and medical records

Code

7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3

8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
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Tier 7: Occupation Specific Requirements
Postsecondary nondegree award

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.
Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.

Code

8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
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Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.

8.6.5

Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.

8.6.6

Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

HEALTH SCIENCE

Medical Secretaries
ACCCP

Health Informatics

Code

Alabama Competency Model Medical Secretaries

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
1.3.1.2
Deal calmly and effectively with stressful or difficult situations.

Code
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1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3

Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
1.4
following through to get the job done.
1.4.1
Persisting
1.4.1.1
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1

Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.

Code

1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5

Alabama Competency Model Medical Secretaries
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning

Code

1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
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Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.

Code

2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
2.5.1.5
2.5.2
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Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information

Code

2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
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Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.

Code

2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives
3.1.3.1
Work as part of a team, contributing to the group’s effort to achieve goals.
3.1.3.2
Identify and commit to the goals, norms, values, and customs of the team.
3.1.3.3
Choose behaviors and actions that best support the team and accomplishment of work tasks.
3.1.3.4
Use a group approach to identify problems and develop solutions based on group consensus.
3.1.4
Resolving conflicts

Code

3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
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Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects

Code

3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
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Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives

Code

3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
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Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.

Code

3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
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Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.

Code

3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3
3.9.3.4
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Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

4

Tier 4: Ready to Work Cluster-Specific Competencies

4.1

Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry.

4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.1.7
4.1.8
4.1.9
4.1.10
4.2
4.2.1
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Components of the Health Industry and services provided by each.
Difference between independent practices and practices that require patient-referral
Licensure, registration, and certification requirements.
Maintain and improve professional knowledge and skills.
Purpose, function and types of health insurance.
Patient-billing processes and means of paying for care.
Compliance issues with third party payer (insurance) requirements.
Differentiate between various health care delivery systems
Role of the health care provider related to insurance processes.
Impact of health care standards on patient care.
Long-term Care, Supports, and Services: Knowledge of the broad range of services and supports
designed to ensure the health and safety, and promote independence of individuals receiving services.
Components of the long-term care, supports, and services system
Role in the overall long-term care, supports, and services environment
Purpose and goals of the supports provided
Recognize obstacles/barriers faced by individuals who rely on long-term supports
Provide supports, care, and services according to the individual plan
Crisis Prevention and Conflict Resolution: Knowledge of potential crisis situations or behavior, and the
appropriate procedures to de-escalate the situation or minimize the likelihood of danger.
Identify potential crises, and implement procedures to minimize likelihood of danger
Ensure safety of person being supported, self, and others at risk
Demonstrate effective listening and problem solving skills
Monitor situation using effective communication skills
Implement proactive strategies, including adjusting supports and environment as necessary
Support and promote individuals’ ability to problem-solve

Code
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Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the
field of health care.
4.4.1
Act in the best interests of the client/patient.
4.4.2
Code of medical ethics and professional values in care delivery
4.4.3
Adhere to professional standards of clinical practice.
4.4.4
Follow through with all tasks regarding education and professional training.
4.4.5
Report and prevent fraud, abuse and neglect.
4.4.6
Protect confidentiality of client/patient records.
4.4.7
Differentiate between ethical and legal issues impacting health care.
4.4.8
Make ethical decisions.
4.4.9
Respect client rights and responsibilities.
4.4.10
Role of organizational structures to support ethical decision making
4.4.11
Awareness of cultural competence in the context of cultural, social, age, and ethnic diversity.
Documentation: Entering, transcribing, recording, storing, or maintaining information in written or
4.5
electronic/magnetic format to efficiently manage record-keeping.
4.5.1
Maintain accurate and objective records
4.5.2
Submit records to appropriate sources in a timely fashion
4.5.3
Maintain standards of confidentiality and ethical practice
4.5.4
Current with appropriate documentation systems, setting priorities
4.5.5
Comply with policies and requirements for documentation and record keeping
Patient Health and Safety: Implement procedures and protocols to promote the health and wellness of
4.6
person receiving supports, care, or services.
4.4

4.6.1
4.6.2
4.6.3

Promote healthy and safe living and to prevent illness and accidents, and spread of infectious disease

Monitor and support individual's physical and mental health
Use basic technical and medical terminology appropriately
Administer medications accurately and in accordance with physician prescription, policies and
4.6.4
procedures
4.6.5
Understand and recognize maltreatment issues
4.6.6
Prevent abuse and neglect by being aware of signs and symptoms of abuse
4.6.7
Recognize when those served may pose a danger to self or others and take appropriate action
4.6.8
Comply with relevant safety standards and regulations
4.6.9
Respond to emergencies by notifying appropriate staff or outside agencies
4.6.10
Use appropriate first aid/safety procedures when responding to emergencies
4.7
Infection Control & Safety
4.7.1
Infection control, Isolation techniques, Aseptic techniques
4.7.2
Modes of transmission of infection and methods for prevention
4.7.3
Bio-hazardous specimens and materials
4.7.4
Label bio-hazardous specimens and materials appropriately
Perform proper infection control techniques, such as handwashing, gowning, gloving, masking, and
4.7.5
double bagging
4.7.6
Principles of infection control

Code
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4.7.7
Chain of infection and mechanisms to break the chain of infection
4.7.8
Practice proper hand washing techniques
4.7.9
Apply protocols for exposure to blood and other body fluids when contamination occurs
4.7.10
Report all exposures to appropriate personnel through proper channels
5
Tier 5: Career Pathway Technical Competencies
5.1
Maintain Medical Records
5.1.1
5.1.2
5.1.3
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.2.6
5.2.7
5.2.8
5.2.9
5.3
5.3.1
5.3.2
5.3.3
5.4
5.4.1
5.4.2
5.5
5.5.1
5.5.2
5.5.3
5.6

Compile and record medical charts, reports, or correspondence, using typewriter or personal computer
Transcribe recorded messages or practitioners' diagnoses or recommendations into patients' medical
records
Maintain medical records, technical library, or correspondence files
Continuing Education
Maintain awareness of advances in medicine, computerized diagnostic and treatment equipment, data
processing technology, government regulations, health insurance changes, and financing options
Attend in-service programs related to areas of work specialization
Attend in-service training to validate or refresh basic professional skills
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in endoscopy
Read current literature, talk with colleagues, or participate in professional organizations or conferences
to keep abreast of developments in nursing.
Maintain current knowledge of state legal regulations for nurse practitioner practice, including
reimbursement of services.
Keep abreast of regulatory processes and payer systems, such as Medicare, Medicaid, managed care,
and private sources.
Attend continuing education classes.
Attend or conduct continuing education courses, seminars, or in-service activities.
Perform Clerical Work in medical settings
Retrieve patient medical records for physicians, technicians, or other medical personnel
Transcribe medical reports
Perform data entry and data retrieval services, providing data for inclusion in medical records and for
transmission to physicians
Send information, materials or documentation
Perform bookkeeping duties, such as credits or collections, preparing and sending financial statements
or bills, and keeping financial records
Transmit correspondence or medical records by mail, e-mail, or fax
Schedule Appointments
Schedule tests or procedures for patients, such as lab work or x-rays, based on physician orders
Schedule and confirm patient diagnostic appointments, surgeries, or medical consultations
Receive patients, schedule appointments, and maintain patient records
Record Vital Statistics or other health information

Code
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5.6.2

Take and record vital signs, such as temperature, blood pressure, pulse rate, or respiration rate, as
directed by medical or nursing staff
Record sterilizer test results

5.6.3

Record information relating to animal genealogy, feeding schedules, appearance, behavior, or breeding

5.6.1

5.7
5.7.1
5.7.2
5.7.3
5.7.4
5.7.5
5.7.6
5.7.7
5.7.8
5.7.9
5.7.10
5.7.11
5.7.12
5.7.13
5.7.14
6
6.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.3
6.3.1
6.3.2
6.3.3
6.4
6.4.1
6.4.2

Health IT Systems
E-Mar
POE
PACS
ADT
Lab
DSS
Registries
Billing/coding
Acute care
Community health
Public health
Small provider practices
Computerized Provider Order Entry
E-Prescribing

Tier 6: Occupation Specific Technical Competencies

Maintain Patient Lists
Generate census lists and other reports
Distribute reports as appropriate
Update lists routinely
Print lists and reports as requested by physicians and other staff
Provide appropriate forms to be used during down times
Copy patient charts for transfer
Maintain Inventory
Develop methods to identify low inventories
Order supplies as appropriate to inventory and budget using appropriate software (MediBuy, Smart)
Review supplies, when received, for accuracy
Report discrepancies in supplies received to appropriate personnel
Store supplies appropriately
Participate in annual inventory of unit equipment
Transcribe Orders
Decipher physician orders from handwritten document
Enter orders into appropriate category for departmental services
Apply appropriate medical terminology in transcriptions
Reception Functions
Greet visitors, patients and physicians
Escort patients to lobby for pick up

Code

6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
7
7.1
8
8.1
8.1.1
8.1.2
8.1.3
8.1.4
8.1.5
8.2
8.2.1
8.2.2
8.2.3
8.3
8.3.1
8.3.2
8.3.3
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Determine appropriate departments to assist customers with specific needs
Secure medical release forms required for faxing documents
Fax outgoing documents using appropriate cover sheet following HIPPA protocol
Distribute lab results, transcriptions, etc., to care team for review and placement in chart
Direct customers and staff to appropriate departments
Pull patient charts
Telephone Etiquette
Receive and deliver messages
Receive calls from hospital, labs, and x-ray
Contact appropriate personnel for direct admissions
Route calls based on the nature and need of the caller
Coordinate communication between departments and unit associates

Tier 7: Occupation Specific Requirements
High school diploma or equivalent

Tier 8: Management Competencies

Leadership
Models, advocates, communicates and leads the creation of interdepartmental systems, processes and
programs, all within the focus of organizational mission and vision, to improve quality of care and life
for individuals and to improve the workplace environment for staff.
Manages laterally as well as up-and-down.
Talks with staff about the need for change. Encourages others to be open to change as a way to move
forward. Listens to the viewpoints of staff.
Energizes individuals and their family/support networks, staff and volunteers/interns, where
appropriate, as a way to sustain their commitment to changes in approaches, processes and strategies.
Acts as a change agent.
Human Resources
Develops, implements and evaluates strategies to recruit and retain staff and volunteers/interns, where
appropriate, by aligning the organization’s mission, vision and values with the department’s short- and
long-term goals
Complies with legal and regulatory requirements, and ensures worker safety
Optimizes the performance of the workforce by effectively managing himself/herself, the work and the
team. Successfully collaborates with other people and groups.
Ethics & Responsibility
Fulfills responsibilities and commitments as a manager. Demonstrates professionalism and
responsibility.
Complies with laws, regulations, policies, confidentiality issues and ethical codes.
Acts consistently and according to the organization’s expressed core values. Relates to staff, the public
and individuals in an open and truthful manner. Interacts in a professional manner with individuals and
their family/support networks, as well as coworkers, supervisors and all others.

Code

8.3.4
8.4
8.4.1
8.4.2
8.4.3
8.4.4
8.4.5
8.5
8.5.1
8.5.2
8.5.3
8.5.4
8.5.5
8.5.6
8.6
8.6.1
8.6.2
8.6.3
8.6.4
8.6.5
8.6.6
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Develops and implements systems for tracking and sustaining social accountability. (Social
accountability is an organization’s obligation to take action that benefits society at large, and to build
accountability that relies on civic engagement.)
Performance Improvement
Implements and incorporates evidence-based principles, strategies and tools into management
activities.
Implements, monitors and updates plans to improve the organization and the department.
Empowers staff to participate in decision-making. Has positive expectations. Encourages others to do
their best. Values and respects the input and expertise of other people.
Interprets and translates the organization’s long-term goals, and works with staff to achieve those goals
through day-to-day tasks.
Promotes staff self-evaluation. Encourages staff to set individual and team goals for performance
improvement.
Organizational Awareness
Takes the lead in putting the organization’s culture into practice.
Uses the formal structure or hierarchy of the organization to get things done. Understands the chain of
command, positional power, rules and regulations, and policies and procedures.
Uses the organization’s informal structure when the formal structure does not work as well as desired.
Recognizes key actors and decision influencers within that informal structure.
Recognizes the organization’s norms and values, and adopts the language of the organization.
Understands the expectations, priorities and values of the organization’s many stakeholders. Builds
coalitions and consensus around the organization’s vision, mission and agendas.
Knows the organization’s policies, procedures and protocols as they pertain to the job responsibilities
of the manager
Communication
Creates effective, positive, ongoing and open communication with various populations at all levels of
the organization.
Prepares effective written proposals, materials and/or presentations, and develops well-reasoned
recommendations to upper management
Understands the need for sensitivity when interpreting electronic communication, and prioritizes the
mode of communication that is appropriate for the situation. Communicates and addresses problems
with staff in private.
Uses and stays current with technical terms, as needed, for effective service delivery.
Supports appropriate communication for small groups and teams by communicating expectations,
promoting cooperative behaviors, and seeking feedback in order to improve communications.
Facilitates group interactions using varied techniques, including brainstorming, consensus building,
group problem-solving and conflict resolution. Demonstrates good meeting management techniques.

